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CHJi . .PTER I 
INTRODUCTION 
Statement of the Problem 
The major purpose of this investigation was to survey 
the opinion of the businessmen of Bridgeport, Connecticut, 
to determine what they expect of the beginning office worker 
and to study the implications of the findings for the busi-
ness education program at St. John Nepomucene Commercial 
School. 
Analysis of the Problem 
The specific points involved in the major problem were 
as follows: 
1. Through what sources did the businessmen obtain 
new employees? 
2. wnat were the requirements in typing and short-
hand for beginning office workers? 
3. What types of positions were open to beginning 
office w·orkers? 
4. Which office activities were most frequently 
performed by beginning office workers? 
5. What types of office machines were used by the 
beginning office workers? 
6. In what personality traits were beginning workers 
most deficient? 
7. In what occupational skills 1o1ere they deficient? 
8. What could the business education departments of 
high schools do to improve the preparation of 
students for business? 
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Delimitation of the Problem 
This study was confined to a survey of the businessmen 
in the area of Bridgeport, Connecticut, where the graduates 
of St. John Nepomucene Commercial School seek employment. 
From an educational standpoint the survey was limited to a 
study of the work assigned to high school graduates in their 
initial full-time employment. The study was concerned pri-
marily with the business program of the school and did not 
involve to any extent the academic program. 
Importance of the Problem 
Since St. John Nepomucene Commercial School was adding 
two new classes, the writer believed that the information 
received from the businessmen in the local area would be 
helpful in arranging the program. 
Justification of the Problem 
The effectiveness of any business training program 
can best be measured by the efficiency with which the 
graduates perform in the business world. Each item of 
subject matter and each teaching activity in the training 
program should be evaluated periodically to determine if 
it contributes effectively to the training of the students. 
In this way business educators can best serve both the 
students and the business world. 
An occupational survey is very advantageous in 
preparing students for the business world. Dame1 points 
out the many desirable outcomes, any one of which is 
probably sufficient in itself to justify the carrying 
out of such a project: 
1. An occupational survey interprets the 
business community to the school. 
2.. It serves as a practical aid toward 
curriculum revision. 
3. It serves to promote better public 
relations in general between the 
business community and the school. 
4. It can aid in building direct support 
for the high school business program on 
the part of business men and women in 
the community. 
5. In the conduct of such a survey the 
teacher secures a better appreciation 
and understanding of the problems of a 
business office and business community. 
6. It will aid in building respect for the 
school's business curriculum, not only 
by the business c ommunity, but by other 
teachers as well as students in the 
school. 
The question may sometimes be asked: ''Why should the 
school authorities bother with a community survey?" or 
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"Why not depend upon the findings of surveys already made?" 
It is true that several very worth-while studies have been 
made over the years in various sections of our country and 
they have proved very beneficial . But the fact remains 
that no two communities are exactly alike. 
1name, J. Frank, "Guidance and the Business Teacher," 
The Balance Sheet, May, 1955, p. 389. 
Walters1 explains the need for community surveys 
as follows: 
The chief industry of one city may be the 
manufacture of steel; the main activity of 
another city may be the buying and selling 
of cotton. One town, because of its large 
mail-order houses, may have an unusual ne,ed 
for stenographers, typists, and correspondents; 
another town, because of its manufacturing 
plants, may need many time clerks and cost 
clerks. 
In one town, because of the type of industry 
found, stenographers may need a highly technical 
chemical vocabulary; in another town stenog-
raphers may seldom encounter technical words. 
All this means that it is very difficult to 
construct a business curriculum, to equip a 
business department, or to set up standards 
of achievement that will adequately meet the 
needs of a particular community without first 
investigating those needs. 
Most business teachers agree with the opinion of 
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Kunhardt. 2 She states that a survey of high school busi-
ness graduates should not focus attention upon job training 
to the exclusion of a broad general education and the devel-
opment of the whole child as an integrated personality with 
other interests beyond those of vocational achievement. 
The writer hopes that this study can be used as a 
guide to the teachers and the students of our school. 
1Walters, R. G., "The Community Survey," Monograph .2§, 
South-Western Publishing Company, Cincinnati, 1942, p. 5. 
2Kunhardt, Barbara H., h FolloW-£P Study of the Business 
Graduates of the Classes of 1.2±:2, 1946, and ~ of the 
Roger Ludlowe High School, Fairfield, Connecticut, Master's 
Thesis, Boston University, 1950, p. 4. 
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Organization of the Study 
Chapter I includes the statement and nature of the 
problem. In Chapter II a review of related research studies 
is presented. The procedures followed in conducting this 
study are outlined in Chapter III. In Chapter IV the data 
from the survey reports are analyzed and interpreted. Chap-
ter V contains the summary, conclusions, and the writer's 
recommendations, based on the findings of this study. 
CHAPTER II 
REVIEW OF RELAT ED MATERIAL 
This survey of the businessmen of Bridgeport was 
undertaken after a program of wide reading of related 
studies made by other business teachers. These studies 
show that business educators in general are becoming 
more aware of the rich benefits to be reaped from such 
research. Also, such studies tend to promote better 
public relations between industry and the school. 
In order to improve the Business Education Program 
of Natick High School, a survey of the firms of Natick, 
Massachusetts, was undertaken. Barbara Walsh1 of the 
faculty of Natick High School states the two main types 
of data which were sought in the study: 
1. Data pertaining to recommendations from 
Natick employers regarding employee 
deficiencies and areas for improvement 
of school instruction. 
2. Data pertaining to office employees in 
Natick business firms and the office job 
activities performed by them. 
As a result of her s tudy, Walsh gave the following 
recommendations for improving the Business Education 
Program at Natick High School: 
1walsh, Barbara, A Community Survey of Business Firms 
with Implication for Improving the Business Education 
Program of Natick High School, Natick, Mass., Master's 
Thesis, nGston University, 1951, p. 77.----
1. The business curriculum should be revised to 
include a general clerical division in addition 
to the stenographic and bookkeeping divisions 
offered at the time of this study. 
2. A course in salesmanship or distributive 
education should be offered in the business 
education program. 
3. Greater effort should be made to attract and 
train boys in the business education field. 
The majority of boys who do not elect to 
follow the college preparatory curriculum 
find themselves in a general curriculum when 
they could be receiving valuable training in 
the business field. 
4. Provision should be made for college students 
to study shorthand and typing, particularly 
for girls who are considering nursing as a 
field of future study. 
5. Teachers of typewriting should strive to develop 
a high degree of skill for students in those 
typing activities which are performed most 
frequently. 
6. The following filing activities should be 
stressed in school preparation for office 
work: alphabetic filing, preparing material 
for the files, getting material from the 
files, card index filing, numeric filing, 
and use of cross reference in the files. 
1. Provision should be made for greater emphasis 
in training for proper telephone behavior in 
the office. 
8. The clerical practice course should include 
a unit of instruction 11 How to Properly Receive 
Office Callers and Clients." Practice in 
c~rryiig on office conversation should be 
g~ven. 
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As a result of surveys similar to that of Walsh, 
many schools have gone on record for a revision of the 
curriculum. This demonstrates an honest effort on the 
part of the schools to adapt the program to occupational 
trends. 
1 In 1951, Walters made a survey of the business 
curriculum patterns of 125 senior high schools and he 
described the change in curriculum patterns as follows: 
Eventually there was a reaction against the 
old inflexible type of business curriculum 
that attempted to prepare all students to 
become both bookkeepers and stenographers. 
Increased attention was given to individual 
difference s among students, and sequences of 
subjects were set up vrhich enabled students to 
specialize in particular fields of interest. 
In other woras, instead of there being just 
one business curriculum, many schools devised 
two--a bookkeeping curriculum and a stenographic 
curriculum. 
The next step came when business educators 
realized tha t bookkeepers and stenogra phers 
represented a comparatively small percentage 
of business employees; that the l argest groups 
of business worker s were salespeople and general 
office workers. Consequently the larger schools 
began to organize "selling" and "clerical" 
curriculums. Of course all schools did not 
swing over to the plan of offering four distinct 
sequences of subjects. Some offered only three 
sequence s and many of the more conservative 
sch ools offered only two--bookkeeping and 
stenography. 
Thus,research studies show that business education is 
adapting its training program to meet the vocational needs 
of the students. 
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1walters, R. G., "The Business Curriculum," Honograph 76, 
South-Western Publishing Company, Cincinnati, 1951, p. 27. 
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Research studies reveal an attempt on the part of many 
business educators to meet the standards of the business 
world in certain subjects in the curriculum framework. 
Among the recommendations following a survey of the 
graduates of the Roger Ludlowe High School, Fairfield, 
Connecticut, Kunhardt1 makes the following statement con-
cerning the screening of shorthand students: 
Students should continue to be recommended 
for shorthand on the basis of an English 
grade of B or better. Consideration should 
be given also to such factors as interest, 
aptitude, intelligence, and scholastic 
records. 
Some business educators use shorthand aptitude tests 
to guide students in their vocational choice. Those students 
who obtain a high score in verbal ability are advised that 
they can attain vocational competency in stenography. Other 
factors such as interest, intelligence, and former scholastic 
records are also considered in the vocational guidance program. 
The students from such a secretarial course would more 
readily measure up to the expectations of the average business-
man. The school would be in a better position to give the 
businessman what he needs--stenographers who can spell, punc-
tuate, write a correct English sentence, and produce mailable 
transcripts at a satisfactory rate of speed. 
1Kunhardt, 2£· cit., p. 77. 
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Research reveals, however, tha t occupational skill 
is not the most important index of success in the business 
world. Practically a ll employ er s are agreed that t h e ques-
tion of personality adjustment on the job is one of the 
most baffling they ha ve to solve. 
Gibson1 summarized surveys mad e on the causes of job 
f a ilure s as follows: 
The Carnegie Foundation Survey showed that 
85 per cent who are discharg ed lose their 
jobs because of unde s ira ble personality tra its. 
The Harv a rd Survey showed tha t 65 per cen t of 
all employee s who l os e their jobs do s o beca u s e 
of a lack of desirable personal tra it s . A 
survey of the s ituation in San J!,r ancisco and 
Oakland made by the Sequoia High School, 
Redwood, Ca lifornia, revea led that 16 out of 
every 75 are dismissed becau se of persona lity 
deficiences. 
Educat ion which stresses correct attitudes vmuld be 
helpful to a solution of the problem. Some business 
educators are already using office behavior cas e problems 
for clas s discussion which help the students to develop 
t he pruper attitudes. 
Alton B. Par k er Liles, who received the 1 947 Delta 
P i Ep s ilon Re search Award for hi s inve s tigat ions of 
usome Factors in the Tra ining of Clerica l Vfork ers,t' points 
out the i mportance of such persona lity d evelopment and urges: 
1Gibson, Jes s ie J., "The Purchasing Power of Pe r sonality," 
The Journa l of Business Education, vol. 14, September , 1938, 
~9- -
It is recommended that t he develo pment of 
personality traits should receive greater 
curricular emphasis than should efficiency 
factors. The development of personality 
traits should not be left to chance or con-
comitant learnings but should become one of 
the major obj e ctives in c lerical training 
programs in secondary schools. Such train-
ing may be g iven as a separate course in per-
sonality development, or specific units or 
exp eriences may be integrated with ea ch 
business supject and ea ch teacher given the 
responsibility of personaliiY training . The 
latter p l a n is recommended. 
Another aspect of job preparation which should be 
stressed in the schools because of the great importance 
which employ ers attach to it is good grooming . In her 
surv ey of 115 employers conc erning the "Occupational 
Ad justments of Beginning Office Workers ," Finkelhor2 
found: 
Sixty-eight p er cent of employers refused 
to h ire a girl with poor pos ture; 68 per 
cent considered bitten fingernails a c ause 
for failure to hire ; 72 per cent woul d not 
hire gum-chewing workers ; 75 per cent con-
sidered heavy make-up adequate cause for 
refus ing to employ an applicant; 75 per cent 
would not employ vmrkers who wore unsuitable 
clothes; and 66 per cent of employers con-
sidered an elabora te hairdre ss as adequate 
c ause for refusing to employ. Seventy-three 
per cent of the employ ers considered red 
fingernails as a part of a cceptable grooming . 
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1Liles, Parker , Some Factors in the Training of Clerical 
Workers, Do ctoral Thesis, University of Kentucky, 1947, p. 108. 
2Finkelhor, Dorothy C., Occupational Adjustments of 
Beg i nning Office Workers, Doctora l Thesis, University of 
Pittsburgh, 1 941, p. 76. 
In the many surveys tha t were read as background 
material, it was gratifying to see the deep interest and 
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concern of the teachers in the various job activities which 
belong to the flow of work in an office and for which 
beginners will have to be prepared. As a result of these 
investigations, recommendations were made for a change of 
stres s in the various business subjects. Sister Mary Leola 
Thompson1 completed her investigations of the activities 
and duties of office personnel with the following recommen-
dations: 
1. Based upon an analysis of the difficulties 
encountered by the graduates, the business 
program should give additional emphasis to 
composing letters at the typewriter, copy-
ing from handwritten work, meeting callers 
and receiving clients, doing tabulation and 
statistica l work, figuring and .checking 
invoices, and using the mimeograph. 
2. Serious consideration should be given to 
more detailed work in the use of the ten-
key and full-keyboard adding machines and 
the comptometer, the use of the filing 
systems, and the proper techniques of 
using the telephone. 
3. Consideration should be given to the pur-
chase of dictation records and a tape 
recorder for more intensive and varied 
dictation in the transcription class. 
4. Consideration should be given to revising the 
course of study in both Business English and 
spelling. 
1Thompson, Sister IvJ:ary Leola, To Investi~ate the 
Activities and Duties of Office Personnel toetermille the 
Effectiveness-of the Business Education Program in Sain~ 
Boniface Business-school, Philadelphia, Pa., Master's 
Thesis, Boston University, 1958, p. 58. 
These studies show that a community survey can be 
a very helpful means of providing the background for 
guidance in adapting the curriculum of a school to the 
needs of students in a particular area in which they seek 
employment. A community survey can become useful evidence 
for the importance of certain items of business equipment. 
Frequently such a survey leads to better understanding 
and more cordial relations between businessmen and the 
schools. 
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CID~PTER III 
PROCEDURES 
In making this survey of the businessmen of Bridgeport, 
the following procedures were used: 
1. Before actual work was begun in carrying out the 
study, approval was obtained from the principal to conduct 
the survey and to use the name of the school. 
~ 
2. Similar surveys made in recent years by business 
teachers were read to furnish a background for this study. 
3. A questionnaire to be answered by the businessmen 
and a letter of transmittal were prepared. 
4. The questionnaire and the letter of transmittal 
were presented to a seminar group at Boston University, 
and revisions were made according to the constructive 
suggestions received. 
5. The instrument was mailed to a representative 
group of business firms selected from the Bridgeport Chamber 
of Commerce Directory. 
6. Follow-up letters were mailed out to those busi-
nessmen who had failed to respond within the first three 
weeks. 
7. Data obtained from returned questionnaires were 
compiled and tabulated. 
8. The summary and recommendations were made, based 
upon the findings of the study. 
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The city of Bridgeport is the industrial capitol of 
Connecticut and has more than 500 plants which produce a 
wide diversity of products. Since some of the students pre-
fer to work for the larger corporations which have greater 
opportunity for advancement and also desirable offers of 
many fringe benefits, it was decided to have a goodly num-
ber of large corporations included in this survey. On the 
other hand, there are those students who prefer to work in 
the smaller offices because of the variety of job activities 
for them and the lack of pressure from a highly organized 
system. For this reason, many small firms were included in 
this survey. It was also considered profitable to the study 
to have the wide diversification of industry in the local 
area represented because the use of a highly technical lan-
guage would have some bearing on the appraisal of stenog-
raphers and typists. 
In order to get this representative cross-section of 
the business firms in Great er Bridgeport, the Chamber of 
Commerce Directory was used. A mailing list was compiled 
and the data sheets were sent out on December 2, 1956, to 
120 selected firms. At the end of the first week, 42 of 
the questionnaires were returned. During the second week, 
20 additional replies were received. No further replies 
came in during the rush of the Christmas holiday season. 
On January 7, a follow-up letter was sent to those 
firms which had not replied. As a result of sending this 
follow-up letter, 28 more replies were received, of which 
five could not be used. Altogether, 90 responses were 
received, or 75 per cent of those sent out. Only 85 of 
the responses could be used in this survey, that is, 70.8 
per cent of those sent out. 
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As the number was · considered to represent a sufficient 
sampling for the purpose of this survey, the results were 
compiled and tabulated. 
An analysis and interpretation of the data collected 
will be found in Chapter IV. 
CHAPTER IV 
ANALYSIS AND INTERPRETATION OF DATA 
In order to improve the business education program 
of St. John Nepomucene Commercial School, a survey was 
undertaken of the businessmen in the city of Bridgeport, 
Connecticut, where the students of the school seek employ-
ment. A questionnaire was sent to the businessmen on which 
they indicated the type of business they represented, the 
number of office workers they employed, and the methods 
used to select applicants. 
Information was also sought concerning the prevailing 
standards in shorthand and typing, the type of positions 
open for initial employment, the duties assigned to begin-
ners, and the deficiencies which the employers noted in 
the personality adjustments and the job skills of beginning 
office workers. 
The businessmen were also requested to make any recom-
mendations which they believed would be helpful in the edu-
cation and training of beginning workers. 
It is the purpose of this chapter to summarize and 
to interpret the data obtained in this survey. 
TABLE I 
RETURNS FROM THE QUESTIONNAIRE 
Time 
First \veek 
Second week 
Follow-up week 
Total 
Usable Replies 
Received 
42 
20 
23 
85 
Per Cent of 
Number Sent 
35.0 
16.7 
19.1 
70.8 
Questionnaires were sent to 120 businessmen of Greater 
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Bridgeport. Table I shows that 85, or 70.8 per cent, of the 
questionnaires were returned. This return was deemed suffi-
cient for securing the background needed for improving the 
business education program of the school. The business firms 
of the area were prompt and sincere in making -replies. 
Table II indicates the various kinds of business 
firms contacted in this survey. The study contains re-
plies from a representative cross-section of the various 
kinds of business establishments in the local area where 
the students of the school seek employment. 
As Bridgeport is the lea ding industrial city in the 
state of Connecticut, it is not surprising to note that 
manufacturing firms rank highest with a representation of 
33, or 38.8 per cent, of the firms responding. The retail-
wholesale business ranks second with a frequency of 24, or 
28.2 per cent, of the replies. Together these two indus-
tries which manufacture and sell Bridgeport's famous prod-
ucts represent approximately two-thirds of the responses. 
In the remaining one-third of the returns, there are 
11 other types of firms represented. In this group of 
firms not directly manufacturing and selling, the construc-
tion companies rank highest. Financial and banking firms 
are next. 
A list of the firms participating in the survey has 
been included in the app endix. 
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TABLE II 
TYPES OF FIRMS RESPONDING TO THE SURVEY 
Type of Business 
Manufacturing 
Wholesale-retail 
Construction 
Financial 
Banking 
Communication 
Insurance 
Professiona l 
Utility 
Printing 
Advertising 
Hotel 
Distribution 
Totals 
Number 
33 
24 
5 
4 
4 
3 
2 
2 
2 
2 
2 
1 
1 
85 
Per Cent of 
Returns 
38.8 
28.2 
5.9 
4.7 
4.7 
3.5 
2.4 
2.4 
2.4 
2.4 
2.4 
1.1 
1.1 
100.0 
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For the sake of those students who have a definite 
preference in regard to the place of employment, the busi-
nessmen were asked to specify the number of office workers 
in their firms. 
Table III indicates that 46, or 54.1 per cent, of the 
firms replying, had less than 25 employees working in their 
offices. On the other hand, at least four of the firms 
replying had each over one thousand office workers on their 
payroll. 
This situation presents a wonderful opportunity for 
the students who are selective in their choice of place of 
employment. It also presents a challenge to the business 
teacher in the prepara tion of the students for employment. 
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Considera tion should be given to preparing the students 
not only for work in the large well-organized office with 
its centralized authority and responsibility for planning 
and checking each phase of the flow of work, but also for 
work in the many small offices where a greater variety of 
job a ctivities and a wider range of responsibility may de-
volve upon the individual worker. 
Class discussions a bout the advantages and disadvantages 
of each type of office and the study of the problems which 
may arise help the student to become a better and well-
adjusted worker. 
TABLE III 
NU~IBER OF OFFICE WORKERS EMPLOYED IN THE FIRMS RESPONDING 
Number of 
Office Workers 
Employed 
1 - 25 
26 - 50 
51 - 100 
101 - 150 
151 - 250 
251 - 350 
351 - 450 
451 - 600 
1000 - over 
Did not specify 
Totals 
Number of 
Firms 
46 
9 
8 
5 
3 
2 
2 
1 
4 
5 
85 
Per Cent of 
Returns 
54.1 
10.6 
9.4 
5.9 
3.5 
2.4 
2.4 
1.1 
4.7 
5.9 
100.0 
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TABLE IV 
SOURCES USED TO SECURE APPLICANTS FOR OFFICE WORK 
Sources Used 
Employment agencies 
Schools 
Newspaper advertisement 
Recommendation of employee 
Letter of application 
Others 
Number of 
Firms 
56 
40 
34 
24 
10 
2 
Per Cent of 
Returns 
65.9 
47.1 
40.0 
28.2 
11.8 
2.4 
A vital problem of deep concern to both the teachers 
and the students is that of placement. For this reason, 
the employers were asked in the questionnaire to check the 
sources used in securing applicants for office vmrk. 
Table IV shows that approximately two-thirds of the 
businessmen of Bridgeport obtained office personnel through 
employment agencies. Contacting schools, ranked second with 
a frequency of 40, or 47.1 per cent. Newspaper advertise-
ments, recommendation of employees, and letters of appli-
cation were also used. Most of the businessmen resorted 
to several sources. 
These results indicate that the student has more than 
one method of approach to the job of his choice. 
TABLE V 
USE OF E~~LOYMENT TESTS AS INDICATED BY FIID1S RESPONDING 
Answer 
Yes 
No 
Occasionally 
No reply 
Totals 
Number of 
Firms 
33 
45 
5 
2 
85 
Per Cent of 
Returns 
38.8 
52.9 
5.9 
2.4 
100.0 
The use of tests as a selective process for judging 
applicants for office work was a logical follow-up of the 
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question concerning the sources used to secure applicants. 
Reference to Table V shows that 45, or 52.9 per cent, of the 
businessmen do not resort to employment tests. On the other 
hand, 32, or 38.8 per cent, of the businessmen responded in 
the affirmative. Five of the firms reported that they use 
tests occasionally, and two gave no answer to this question. 
In the economy of the labor market, it has been noted 
that when labor is plentiful, the screening process gets 
more selective. It may be interpreted that the demand for 
office workers exceeds the supply and the businessmen must 
accept workers of marginal skills. 
TABLE VI 
TYPING RATES REQUIRED OF BEGINNING OFFICE WO RKERS 
AS INDICATED BY RESPONDING FIRMS 
Typing Rates 
31 - 40 
41 - 50 
51 - 60 
61 - 70 
71 - 80 
None 
Not fixed 
No answer 
Totals 
Number of 
Firms 
12 
21 
3 
4 
2 
4 
9 
30 
85 
Per Cent of 
Returns 
14.1 
24.7 
3.5 
4.7 
2.4 
4.7 
10.6 
35.3 
100.0 
One of the aims of the business education program is 
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to prepare youth for occupational competency in office work. 
A knowledge of the standards of businessmen is beneficial 
to teachers in forming the basis for more effective skill 
training. 
For this purpose, a question relative to the typing 
rates which businessmen require of beginning office workers 
was included in the survey. Table VI shows a wide range of 
standards among the 55 respondents to this question with a 
spread from 30 to 80 words per minute. 
The highest frequency was in the 41 to 50 words per 
minute category. A rate of 31 to 40 words per minute 
ranked second. 
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Table VI further shows that 30, or 35.3 per cent, of 
the firms did not answer this question. The 13 businessmen 
who stated that they had no fixed standards added comments 
that they considered accuracy more important than speed. 
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TABLE VII 
SHORTHiiliD RATES REQUIRED OF BEGIITiqiNG OFFICE wORKERS 
AS INDICATED BY THE RESPONDING FIRMS 
Rate of Speed Number of Firms Per Cent of Returns 
50 - 60 3 3.5 
70 - 80 11 12.9 
90 - 100 16 18.8 
110 - 120 1 1.2 
Not fixed 21 24.7 
No answer 33 38 . 9 
Totals 85 100.0 
The question of shorthand rates appeared next on the 
questionnaire. Table VII shows that 33, or 38.9 per cent, 
of the firms did not anawer this question. The 21 business-
men who stated that they had no fixed standards added no 
explanatory comments. 
Table VII shows a wide range of standards among the 
31 respondents to t h is question with a spread from 50 to 
120 vwrds per minute. The highest frequency '"'as in the 
90 to 100 words per minute cat egory. A rate of 70 to 80 
words per minute ranked second. 
The data compiled in Table VII did not prove very 
helpful to the business education program as far as estab-
lishing a set of standards for the pupils to have as goals . 
Table VIII was constructed to give the students some 
definite information about the employment trends in the 
local area. The employers were asked to note the kinds 
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of jobs that were available to beginners during the pre-
ceding 12-month period. The greatest increase in the num~er 
of new personnel occurred among the general clerks of whom 
259 were hired. The second highest group included typists. 
Ranking third among new personnel were 150 stenographers 
and 150 filing clerks. 
The next group in the top ten of Table VIII were 
hired to perform duties connected with the bookkeeping 
process: 73 bookkeeping machine operators, 49 payroll 
clerks, 45 billing clerks, 37 cashiers, and 30 bookkeeper's 
assistants. 
It can be readily seen that clerical occupations are 
reaching an all-time high. The clerks are the backbone of 
today's business office. Occupational information of this 
nature can prove a great incentive to the student. Busi-
ness educators have the responsibility to provide such 
vocational guidance for their students. The business edu-
cation program should be flexible enough to adapt to the 
dynamics of business. 
TABLE VIII 
NUMBER OF BEGINNI NG OFFICE WORKERS HIRED I N A 
PERIOD OF ONE YEJL~ 
Type of Job Number Hired 
General Clerk 259 
Typist 220 
Stenogr apher 150 
Filing Clerk 150 
Bookkeeping Machine Operator 73 
Payroll Clerk 49 
Billing Clerk 45 
Cashier 37 
Bookkeeper's Assistant 30 
Switchboard Operator 23 
Receptionist 18 
Key Punch Operator 18 
Mail Clerk 13 
Tabulating Dept. Tra inee 11 
Transcribing Machine Operator 15 
Posting Clerk 6 
I.B. M. Trainees 4 
Blueprint Machine Operator 3 
Per Cent of 
Number Hired 
21.9 
18.7 
12.7 
12.7 
6.2 
4.2 
3.8 
3.2 
2.5 
2.0 
1.6 
1.6 
1.1 
1.0 
. 1.3 
0.5 
0.3 
0.2 
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TABLE VIII CONTINUED 
NUI'IBER OF BEG INl'U NG OFFICE '\.JORKERS HI RED I N A 
PERIOD OF ONE YEAH 
Type of Job 
Cash Disbursement Clerk 
Duplicating Machine Operator 
Messenger 
Teletype Operators 
Private Secretary 
Others (one each) 
Total 
Number Hired 
3 
2 
2 
2 
2 
44 
1178 
Per Cent of 
Number Hired 
0.2 
0.2 
0.2 
0.2 
0.2 
3.5 
100.0 
30 
31 
In regard to current business practices, a survey can 
enable a teacher to give the business students a definite 
grasp of some of the activities that will confront them in 
the field in which they will work. These duties may be pre-
dicted with some degree of accuracy by studying the activity 
checklist as shown in Table IX. 
In the array of duties assigned to beginning office 
workers, Ta ble IX shows that t h e top ten activities were as 
follows: filing , answering the t elephone, addressing enve-
lopes, filling in forms on the typev.rri ter, inserting letters 
in envelo pes, using adding-listing machines, t yping f rom 
h andwritten ma terial, processing t h e mail, typing form let-
ter s and acting a s messengers. 
In the next group of ten were the following ac t ivities: 
typing bills and invoices, typing mailing lists, using cal-
culating machines, using duplicating machines, figuring and 
checking invoices, typing from rough draft, typ ing interoffice 
correspondence, transcribing from shorthand, using the Address-
ograph, and meeting callers. 
It is enlightening to lea rn the grea t rang e of responsi-
bilities of the clerica l employees. The school has the duty 
of analyzing these non-specialized clerical activities to de-
termine wha t common element s are basic to many of them and to 
incorpora te t h em into a clerical program. 
TABLE IX 
ACTIVITIES PERFORMED BY BEGINNING OFFICE WORKERS AS 
INDICATED BY THE FIRMS RESPONDING 
Rank 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
15.5 
15.5 
15.5 
15.5 
18 
19.5 
19.5 
Activity 
Do filing 
Answer telephone 
Address envelopes 
Fill in forms on typewriter 
Insert letters in envelopes 
Use adding-listing machines 
Type from handwriting 
Process the mail 
Type form letters 
Act as messengers 
Type bills and invoices 
Type mailing lists 
Use calculating machines 
Use duplicating machines 
Figure and check invoices 
Type from rough draft 
Type interoffice correspondence 
Transcribe from shorthand 
Use Addressograph 
Meet callers 
Frequency 
74 
63 
61 
59 
58 
56 
49 
45 
43 
41 
40 
37 
36 
34 
34 
34 
34 
33 
28 
28 
32 
TABLE IX CONTINUED 
ACTIVITIES PERFORMED BY BEGINNING OFFICE WORKERS AS 
INDICATED BY THE FIRMS RESPONDING 
Rank 
21 
22 
24.5 
24.5 
24.5 
24.5 
27 
28.5 
28.5 
31 
31 
31 
33 
34 
35.5 
35.5 
37.5 
37.5 
40 
40 
40 
Activity 
Cut stencils and masters 
Operate t he switchboard 
Transcribe from records 
Order supplies 
Type checks 
Type with multiple carbon packs 
Do cashier work 
Post to a ccount s receivable ledger 
Use check writer 
Balance cash 
Post to accounts payable ledger 
Type statistical material 
Use posting machines 
Use billing machines 
Make bank deposits 
Make petty cash entries 
Use keypunch machines 
Keep sales journal 
Make journal entries 
Figure trade discounts 
Take dictation directly on typewriter 
Frequency 
26 
23 
21 
21 
21 
21 
17 
16 
16 
14 
14 
14 
13 
12 
10 
10 
9 
9 
8 
8 
8 
33 
TABLE IX CONTINUED 
ACTIVITIES PERFORMED BY BEGINNING OFFICE WORKERS AS 
INDICATED BY THE FIRMS RESPONDING 
Rank 
42 
43 
44.5 
44.5 
47.5 
47.5 
47.5 
47.5 
50 
53 
53 
53 
53 
53 
Activity 
Type manuscripts and reports 
Take a trial balance 
Prepare expense accounts 
Post to general ledger 
Keep general ledger 
Make government reports 
Figure interest on notes 
Keep complete set of books 
Compose letters for employer 
Type legal forms 
Operate postag e machine 
Figure and balance production 
Post sales and check credit claims 
Use Teleprinter 
Frequency 
7 
6 
4 
4 
3 
3 
3 
3 
2 
1 
1 
1 
1 
1 
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Question number 11 on the data sheet was included to 
reveal the extent to which certain office machines were 
used by the beginning office workers in the city of Bridge-
port. 
Table X shows that the adding-listing machine was the 
highest ranking piece of equipment, as 68.2 per cent of 
those reporting checked this item. Ranking second, third, 
fourth, and fifth, were: the Royal typewriter, the calcu-
lator, the Underwood typewriter, and the mimeograph. 
The next five items of office equipment according to 
rank were: the Addressograph, the Remington typewriter, 
the telephone switchboard, the Comptometer, and the liquid 
duplicator. 
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After a survey like this of the local area, a teacher 
has on hand the statistics needed to evaluate an office 
machine room in the school. It is a matter of good business 
acumen when placing orders for new equipment to have such 
information as a guide. The authorities in charge of pur-
chasing for the school cannot fail to be impressed by these 
live statistics. 
TABLE X 
OFFICE MACHINES USED BY BEGINNING OFFICE WORKERS 
IN THE FIRMS RESPONDING 
Kind of r'Iachine 
Adding-listing 
Royal Typewriter 
Calculator 
Underwood Typewriter 
IVIimeograph 
Addressograph 
Remington Typewriter 
Telephone Switchboard 
Comptometer 
Liquid Duplicator 
Dictating Machine 
Billing r-lachine 
Teletype Machine 
Check Signer 
Smith-Corona Typewriter 
Payroll Machine 
Gelatin Duplicator 
Others (one each) 
Number of 
Firms 
58 
56 
45 
34 
30 
29 
27 
26 
26 
24. 
16 
13 
12 
9 
8 
6 
4 
16 
Per Cent of 
Returns 
68.2 
65.9 
52.9 
40.0 
35.3 
34.1 
31.8 
30.6 
30.6 
28.2 
18.8 
15.3 
14.1 
10.6 
9.4 
7.1 
4.7 
1.1 (each) 
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TABLE XI 
PERSONALITY TRAITS IN WHICH BEGINNING OFFICE WORKERS 
WERE RATED MOST DEFICIENT 
Trait marked 
Deficient 
Accuracy 
Initiative 
Dependability 
Ability to follow directions 
Office behavior 
Ability to work under pressure 
Industry 
Attendance 
Personal Appearance 
Punctuality 
.Ability to \vork with others 
Cooperation 
Number of 
Firms 
54 
38 
23 
22 
19 
16 
13 
12 
9 
6 
4 
3 
Per Cent of 
Returns 
63.5 
44.7 
27.1 
25.8 
22.4 
18.8 
15.3 
14.1 
10.6 
7.1 
4.7 
3.5 
37 
The chapter on Related Studies revealed that personality 
deficiencies ·were the chief causes for failure on the job. 
The consensus among the businessmen of Bridgeport in regard 
to this important personnel problem is tabulated in Table XI. 
Each of the employers was asked to check the three traits in 
which the beginning workers were most deficient. 
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Table XI shows that ac curacy was the factor in which 
over one-half of the businessmen found the greatest defi-
ciency. It was check ed by 54, or 63.5 per cent, of the 
respondents. Ranking second was initiative,with a fre-
quency of 38, or 44.7 per cent. Ranking third was dependa-
bility,with a frequency of 23, or 28 per cent. In fourth 
place was the ability to follow directions,which was checked 
by 22, or 27.1 per cent, of the firms responding . 
Because of t h e importa nce of human relations, each 
of the s e factors should be stressed in the preparation of 
the student f or bus iness. Business educators must be con-
cerned about tea ching a student how to hold a job as well 
as how to apply for one. Business teachers must accept the 
responsibility for molding attitudes as well as skills. 
Since all of these traits are important for t h e smooth 
and efficient operat ion of business, great er emphasis must 
be placed on this phase of the s tudent's development . Some 
schools are already attempting to solve the problem by de-
voting a semester to a cours e in personality development. 
vlhere the s chedule is already overcrowded, the tea ch ers have 
integrated personality development with the basic business 
subjects. This latter plan is suggested for us e in St . John 
Commercial School . 
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TABLE XII 
SKILLS IN WHICH BEGINNING OFFICE WORKERS 
WERE RATED MOST DEFICIENT 
Skill marked 
Deficient 
Arithmetic 
Spelling 
Penmanship 
English 
Punctuation 
Typing 
Shorthand 
Bookkeeping 
Number of 
Firms 
44 
43 
26 
23 
19 
18 
11 
7 
Per Cent of 
Returns 
51.8 
50.6 
30.6 
27.1 
22.4 
21 . 2 
12.9 
8.2 
The extent to which the employers found beginning 
office workers deficient in the various occupational skills 
is shown by Table XII. In this section, the businessmen 
had been requested to check the three skills in which they 
believed the beginning office workers were most deficient. 
The greatest deficiency was found to be in arithmetic 
fundamentals as indicated by 44, or 51.8 per cent, of the 
firms. A close second was spelling,which had a frequency 
of 43, or 50.6 per cent. In third place was penmanship, 
which was checked by 26, or 30.6 per cent of the firms. 
These findings are in agreement with some of the 
results reported in various other surveys taken in several 
different parts of the country. This problem in our edu-
cational system is not purely a local affair. The same 
weaknesses have appeared on a national basis. 
The business teacher is faced with the problem of 
much remedial instruction if the business education pro-
gram is to achieve its occupati9nal objectives. 
Not a few high schools have accepted their share of 
the burden by scheduling a semester for remedial work in 
arithmetic fundamentals close to the time of actual voca-
tional use. 
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In those high schools which cannot provide a separate 
remedial course in those subjects which appear in Table XII, 
each teacher must accept the responsibility of giving the 
necessary remedial help as the situation presents itself 
in the course of her particular subject. 
In these ways, the business teacher can fill the gaps 
in the educational background of the students and prepare 
them to be more successful on the job. 
TABLE XIII 
FIRMS WILLING TO PERMIT STUDENT VISITS TO OFFICES 
Reply 
Yes 
No 
Did not reply 
Totals 
Number of 
Firms 
37 
44 
4 
85 
Per Cent of 
Returns 
43.5 
51.8 
4.7 
100.0 
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H~cause field trips into the business community can be 
an enriching experience for the student, and be productive 
of considerable educational value, the businessmen were asked 
if they would permit groups of students to visit t he ir offices. 
In response, 37, or 43.5 per cent, of the respondents replied 
in the affirmative, and 44, or 51. 8 per cent, replied in the 
nega tive. Four firms did not s pecify either ansv,rer. 
Several of the businessmen expressed their regrets for 
the negative reply in sta tement s such as, "Our office is 
too small and is not set up for this." 
TABLE XIV 
FIRMS WILLING TO SEND SAMPLE ~~TERIALS TO SCHOOLS 
Reply 
Yes 
No 
Did not reply 
Totals 
Number of 
Firms 
30 
42 
13 
85 
Per Cent of 
Returns 
35.3 
49.4 
15.3 
100.0 
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To make the study of the community more vital and inter-
esting to the students, a question was included on the data 
sheet relative to the willingness of the businessmen in the 
local area to share company brochures, charts, and similar 
kinds of enrichment material with the schools. 
Thirty of the firms were willing to send such literature. 
Thirteen did not answer this question. Of the forty who 
replied in the negative, about one-half of them made comments 
that such litera ture was "not available, " that it was ''too 
technical in nature," or was 11not pertinent. 11 
TABLE XV 
BUSINESSMEN WILLING TO CO ME TO THE SCHOO LS AS SPEAKERS 
Reply 
Yes 
No 
Did not reply 
Totals 
Number of 
Firms 
33 
43 
9 
85 
Per Cent of 
Returns 
38.8 
50.6 
10.6 
100.0 
One of the best community resources that a business 
scho ol can profit from is the businessman himself in the 
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capacity of guest speaker. The students are quick to appre-
ciate the firsthand instruction in current business prac-
tices which he is qualified to give. Very often his honest 
rema r ks about correct office behavior, go od grooming, and 
the lik e, have more impact upon the students than the 
teacher and the textbook ever could have. With all this 
in mind, a question about the willingness of the business-
men in the loca l area to come to the schools as guest 
speakers was inserted on the data sheet. 
A number of concerns, 33, or 38.8 per cent, indicated 
tha t they would be willing to visit the schools in the 
capacity of speaker. Forty-three, or 50~6 per cent, were 
not ready to do this. Nine of the firms did not reply 
to this question. 
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Another way in which the school can improve the effec-
tiveness of the business program is to consult the opinions 
of the businessmen in the area of the school. For this 
rea son space was allotted at the end of the questionnaire 
for the businessman to write any suggestions he had for the 
improvement of the busines s department's preparation of the 
students. 
Some of these very honest opinions and suggestions 
are quoted on the following pages. 
SUGGESTIONS FRO!'l THE BUSINESSVJ.EN 
CONCERNING WORK HABITS 
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1. Give the students practical work if possible. Let them 
work in different offices for sta ted periods in order 
to gain some experience. 
2. Touch more strenuously on simple business world funda-
mentals, such as regular attendance, compatibility, and 
cooperation. 
3. The adjustment from high school to office is a difficult 
one. Some preliminary coaching, while in high school, 
would be of help. Students should be given a better 
understa nding of what is required of an office worker in 
industry. Office visitat ions should be arranged, if pos-
sible, at the end of the junior year. 
4. Stress the fact that the worker must g ive of himself and 
not expect that t h e employer owes him a living. 
5. We have found tha t in most instances high school gradu-
ates are not serious about their work and are clock-
watchers. 
6. Have the students participate in Junior Achievement or 
activities akin to it. 
7. Tea ch the students that succe s s does not come on a sil-
ver platter. 
8. Get the students to be less interested in early marriage. 
g. Teach a willingness to work, as this is sadly lacking. 
SUGGESTIONS FROM THE BUSINESSrlliN 
CONCERNING SCHOOL SUBJECTS 
1. Teach practical bookkeeping. Theory can be understood 
later on. 
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2. Stress arithmetic, especially decimals. Broaden the 
students' vocabulary through increased rea ding which will 
also improve their grammar. Give more training on office 
machines. 
3. I believe that p enmanship is one of the most important 
subjects for business students. 
4. Teach gradua tes to make good, clean erasures, as it is 
inevitable that one will make a mistake. Beginners 
usually strike over or make sloppy erasures. 
5. Our experience has been tha t most high school graduates 
have been very satisfactory. 
6. Teach the students English, English, and more English. 
7. Impress on students the necessity of accuracy instead 
of speed in typing. 
8. Consideration should be given to a general review in 
the final y ear of the fundamentals of arithmetic. Empha-
sis shoul d be placed on spelling, gramn1ar , and composi-
tion. Too often we find g irls with stenographic ability 
who ca nnot s p ell or punctua te, or apply simple rules of 
grammar. 
g. Impress upon the student s the importance of spelling. 
SUGGESTIONS FROM THE BUSINESSrffiN 
CONCERN ING PERSONALITY 
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1. · Teach them to respect p ersons of higher authority and 
tea ch them the art of getting along with fellow employees. 
2. Develop in the individual a serious outlook toward the 
job. Emphasize tha t it is better to ask questions than 
to guess, and train them to admit errors when they are 
at f ault. 
3. Create awareness of responsibility. Emphasize think ing 
out the details of a job. Arouse feeling of pride in 
work turned out. 
4. Stress proper attire for office work. Impress on the 
students the necessity of good English in conversation. 
5. Give a little more than is expected of them on any 
given job. 
6. More emphasis should be pla ced on discipline, respect, 
orderliness, and neatness with les s emphasis on ex tra-
curricula r activities. 
?. Teach the students how to be pleasant and courteous 
over the telephone. 
8. Perhaps the schools could give more instruction in office 
etiquette and office behavior. 
CHAPTER V 
S~~y OF FINDINGS A~TD RECOMMENDATIONS 
The major purpose of this investigation was to survey 
the opinion of the businessmen of Bridgeport, Connecticut~ 
to determine what is expected of the beginning office worker 
and to study the implications of the findings for the busi-
ness education program at St. John Nepomucene Commercial 
School. 
The findings which evolved as a result o~ analyzing the 
survey data were as follows: 
1. Of the 120 questionnaires sent to the businesa-
men of Bridgeport, 85, or 70.8 per cent, were 
completed and returned. These 85 responses 
formed the basis for this summary of findings 
and recommendations. 
2. Among the firms participating in the survey, the 
highest rate of returns, 38.8 per cent, was 
received from manufacturing concerns. The 
wholesale-retail business was next with 28.2 pe·r 
cent of the returns. The other types of busi-
nesses .1'Thich participated in the survey were: 
constructi.on, financial, communication, insurance, 
pro:fessional, public utilities, printing, adver-
tising, hotel,and distribution. 
3. The greatest number of responses, 54.1 per cent, 
came from small firms which employed less than 
25 office employees. On the other hand, some 
of the large firms responding had more than 
one thousand office workers each on their payroll. 
4. Employment agencies were reported as being 
used by 65.9 per cent of the businessmen when 
hiring new employees. Schools were another 
source used by 47.1 per cent of the business-
men. Newspaper advertisements, recommendations 
of employees, and letters of application were 
the other sources used to secure office workers. 
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5. No tests were administered by 52.9 per cent 
of the firms when securing new employees. 
•rests were always administered by 38.8 per 
cent of the firms responding. Some firms~ 
5.9 per cent~ gave tests only occasionally. 
No reply was given to this question by 2.4 
per cent of the firms. 
6. The businessmen showed some diversity of 
opinion concerning the rate of speed in typing. 
The range from 41 to 50 words per minute was 
the rate which had the highest frequency, 24.7 
per cent. The range from 31 to 40 words pe-r 
minute had the next highest frequency, 14.1 per 
cent. Rates between 51 and 80 words per minute 
were required by 10.6 per cent of the firms. 
No reply was given to this question by 35.3 per 
cent of the firms. Another 10.6 per cent of 
the businessmen replied that they had no fixed 
rates but preferred accuracy. 
7. The businessmen showed even greater diversity 
of opinion concerning the rate of speed in 
shorthand. The range from 90 to 100 words per 
minute was the rate with the highest frequency, 
18.8 per cent. The range from 70 to 80 words 
per minute was the rate with the next highest 
frequency, 12.9 per cent. The range from 50 
60 words per minute was expected by 3.5 per cent 
of the firms and the range from 110 to 120 words 
per minute was expected by 1.2 per cent of the 
firms. No reply was given to this question by 
38.9 per cent of the businessmen. Another 24.7 
per cent of the businessmen replied that they 
had no fixed standards. 
8. In the array of duties assigned to beginning 
office workers, the top ten activities 11rere: 
filing, answering the telephone, addressing an-
Telopes, using adding-listing machines, typing 
from handwritten matter, processing the mail, 
typing form 1etters,and acting as messengers. 
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9. ,The most frequently used piece of equipment in 
initial employment other than the typewriter was 
the adding-listing machine. The next in order 
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of use Vlere: calculator, mimeograph, Addressograph, 
telephone switchboard, Comptometer, and the liquid 
duplicator. 
10. According to 51.7 per cent of the businessmen, 
the skill which needed more emphasis in the 
educational program was arithmetic fundamentals. 
The next in order of frequency were: spelling, 
penmanship, English, and punctuation. 
11. Of the personality traits considered, accuracy 
was the factor in which over one-half of the 
employers found the beginning office workers 
to be deficient. Some other p-ersonality traits 
in which there were considerable deficiencies 
were: initiative, dependability, and ability to 
follow directions. 
/ 
/ 
< 
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Recommendations 
The following recommendations are b a sed on the findings 
of this study: 
1. A revision of the business education program 
should be made to include a general clerical 
division in addition to the strictly steno-
graphic curriculum offered at the time of this 
study. 
2. Serious consideration should be given to the 
introduction of a course in office machines 
in view of the great demand for machine oper-
ators in the city. 
3. Greater emphasis should be given to filing 
procedures , correct telephone techniques, 
and personality development in the training 
program. 
4. A revie\v course in the fundamentals of busi-
ness arithmetic should be considered. 
5. More stress should be given to accuracy in 
typing, spelling, grammar, and shorthand 
transcription. 
6. Further study of the data in this thesis should 
be made to determine the need for revision of 
the curriculum. 
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APPENDIX 
ST. JOH!-1 TITEPOl '~UCENE Cm1f:1ERCIJ,L HIGH SCHOOL 
309 Brooks Stree t 
Bridgeport R, Connecticut 
November 1956. 
Gentlemen: 
At present I am teaching at St . John Nepomucene Commercial High School, 
and am making a survey of the businessmen of the Bridgeport area concerning 
the beginning offic e vrorker . The purpose of this study is to help schools 
meet the needs of industry. 
The trend of the times is for closer cooperation bet.,reen the school and 
business so t hat the formal classroom training might be made more realistic 
as to actual office procedur es and standards . 
Our pupils want to know what the businessmen of the city expect of them, 
w-hat machines they Hill most likel y us e , what activities will be as::Jigned 
to them, so that they may make more practical preparation f or useful and 
satisfactory employment . 
You can help us by sending your r eply to the enclosed data sheets . No 
names 1.-Jill be used in this study, and all information "ri.ll be shown in 
tabul ated form only. 
Thank yo~ very much for your assistance in helning us prepare your future 
empl oyees . 
Yours truly, 
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~~~ 
Si ster }far:r Nichael 
Business Teacher 
ST. JOHN !ITEPOJ'fUCENE COl'-U·1ERCili.L HI GH SCHOOL 
309 Brooks Street 
Bridgeport R, Connecticut 
November 1956. 
Gentlemen: 
At p resent I am teaching at St . John Nepomucene Commercial High School, 
and am maki ng a survey of the businessmen of the Bridgeport area concerning 
the beginning office 1-rorker . The purpose of this study is ' to help schools 
meet the needs of indus try . 
The trend of the times is for closer cooperation bet,,reen the school and 
busi ness so that t he formal class r oom training might be made more realisti-c 
as to ac tual office procedures and standards. 
Our pupils want to knoH what t he businessmen of the city expect of 'them, 
ivhat machines they will most likel y use , Vlhat activities will be as si gned 
to t hem, so that they may make more pr actical preparation f or useful and 
satisfactory employment. 
You can help us by sending your r eply to t he enclosed data sheets. No 
names Hill b e used i n this study, and all information will be shmm in 
tabul ated form only. 
Thank you very much for your assistance i n helping us prepare your future 
employees . 
Yours truly, 
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~~~ 
Sist er J.1ary Hichael 
Business Teacher 
I t) 
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SURVEY OF BUSINESSHEN CONCERNING THE BEGI:t-..11-.TING OFFICE 'VTORKER FROM HIGH SCHOOL 
1. Firm name 
-----------------------
2. Address 
3. Name and title of person responding 
----------------------------------------------
4. Type of business 
5. Number of office workers emnloyed 
--------------------------------------------
6. Please 
7. Do you use pre-employment tests? Yes No 
8." Please list the typing and shorthand rates which you require of beginning office 
workers. 
Typing 
---------- net ·words per minute 
Shorthand words per minute 
-------
9. Please indicate the approximate number of beginning office workers 
hired for each of the following positions during the last 12 months. 
a. Bookkeeper's Assistant 
-------
-----b. Bookkeeping Machine Operator 
c. Cashier 
------ d. Filing Clerk 
-----
------- e. Billing Clerk 
f. Payroll Clerk 
-------- g. General Clerk 
h. Receptionist 
-------
--------
i. Stenographer 
j. Switchboard Operator 
-------
k• Typist 
1. Others 
------- m. 
------- n. 
-------
10. Please check the duties usually given to beginning office 1-.rorkers during their 
first year out of high school. 
l. Do filing 
---2. Use adding-listing machines 
---3. Use billing machines 
-4. Use keypunch machines 
---5. Use posting machines 
- 6. Use calculating machines 
7. Use duplicating machines 
--8. Use Ad-~.ressograph 
-9. Use checkwriter 
--ro. Figure and check invoices 
--11. 1·1eet callers 
--12. Do cashier work 
--13. Make journal entries 
-14. Keep gene ral ledger 
--15. Make petty cash entries 
--16. Keep sales journal 
--17. Balance cash 
-18. Post to general ledger 
-19. Post to accounts payable ledger 
--20. Post to accounts receivable ledger 
--21. Take a trial balance 
-22. Hake statement of profit and loss 
-23. Make balance sheet 
- 24. Prepare expense accounts 
- 25. Make government reports State or Federal 
-26. Figure trade discounts 
- 27 . Figure interest on notes and drafts 
-28. Keep complete set of books 
- 29 . Open, sort, and distribute mail 
-30. Act as messengers 
--31. Cut stencils and masters 
--32. Answe r telephone 
--33. Take shorthand dictation and transcribe 
- 34 . Transcribe from records 
--35 . Compose letters f or employer 
--36 . Take dictation directly on typeivTiter 
--37. Fold letters and insert in envelopes 
- 38 . Make bank deposits 
- 39 . Order supplies 
-40. Fill in printed forms on typewriter 
--41. Type from rough draft 
42. Type from handwriting 
_ 43 . Type bills and invoices 
__ 44. Type form letters 
45. Address envelopes 
46. Type checks . 
__ 47. Type tabulated and statistical work 
__ 48. Type manuscripts and reports 
49 . Type legal forms 
--5o . Type mailing lists 
-51. Type interoffice correspondence 
- 52 . Type with multiple carbon packs 
-53. Operate the switchboard 
-54. Others 
- 55 . 
- 56 . 
- 57 . 
-58. 
- 59 . 
--60 . ---- -·--··· ··----------------- --
58 
ll. 1~ich of the following machines are used in your office by beginning workers? 
j. Adding-listing machine 
12. 
13. 
a. Royal TypeHri ter 
b. Unde:n.vood Typewriter 
c. Remington Type-vrri ter 
d. Smith-Corona Type-vrri ter 
e . Mimeograph 
f. Liquid dupli.cator 
g . Gelatin duplicator 
h . Billing machine 
i. Payroll machine 
Please check the 3 traits in which 
a. Accuracy 
b. Dependability 
c. Ability to follow directions 
d, Ability to Hork with others 
e . I ndustry 
f. Initiative 
--- k. Calculator 
l. Comptometer 
m. Dictating machine 
n. Telephone Switchboard 
o. Check Signer 
p. Addressograph 
q. Teletype machine 
r. Others 
s. 
t. 
beginning Horkers have been most deficient: 
g. Cooperation 
h. Attendance 
i. Punctuality 
j. Personal anpearance 
--- k, Ability to work under nressure 
l, Others 
m, 
n. 
Please check the 3 skills in which beginning workers have been most deficient: 
a . Arithmetic fundamentals f. Office etiquette 
b. Penmanship 
- gt Punctuation 
c. Typing h, Spelling 
d . Shorthand i. English 
e . Bookkeeping 
- j. Others 
k, 
1. 
14. \·Tould you permit small groups of students to visit your office for educational 
purposes? 
Yes No 
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15. 1tfould you be -vrilling to provide students 1·ri th charts, reports, or other literature 
about your firm? 
Yes No 
16. 1.Vould you consider sending members of your firm to speak to a small group of 
students about what businessmen expect of them? 
Yes No 
17. h'hat can the business education departments of high schools do to make graduates 
better employees? 
FIRMS PARTICIPATING IN THE SURVEY 
The Acme Shear Company 
Aetna Life Insurance Company 
American Chain & Cable Co., Inc. 
American Fabrics Company 
Apex Tool Co. , Inc. 
Bamby Bread Co., Inc. 
Bas s ick Company 
Baum and Lipton, Public Accountants 
The Bead Chain Manufactur ing Company 
Beardsley & Brown Insurance, Inc. 
Beechmont Dairy , Inc. 
Beneficial Finance Company 
Bridgeport Brass Company 
Bridgeport City Trust Company 
Bridgeport Gas Company 
Bridgeport Lincoln- Mercury Inc. 
Bridge port Ly coming--Division Avco Manufacturing Co. 
Bridgeport Metal Goods Manufacturing Company 
Bridge port Valance Inc. 
The Bullard Company 
T. R. Burghart, Inc. 
A. W. Burritt Company 
H. 0. Canfield Company 
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FIRMS PARTICIPATING IN Tflli SURVEY 
Casco Products Corpora tion 
City Lumber Company 
Colonial Furniture Company 
Commercial Metal Treating, Inc. 
The Conlin Company 
Connecticut National Bank 
Connecticut Railway and Lighting Company 
Crane Company 
Credit Bureau of Bridgeport, Inc. 
Crown Corset Company 
D'Addario Construction Company 
Dewhirst Dairy Inc. 
Dictaphone Corporation 
The E. & F. Construction Company 
Ellsworth Steel & Supply Company 
Fairfield Jewelry 
Frisbie Pie Company 
General Electric Company 
General Ice Cream Corporation 
W. T. Grant Company 
Handy & Harman 
Harvey Hubbell, Inc. 
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FIRMS PARTICIPATING IN THE SURVEY 
Hollander Ivletal Products Corporation 
Hotel Barnum 
Honeycomb Company of America, Inc. 
Household Finance Corporation 
Howland Dry Goods Company 
Jay James Camera Shop Inc. 
Jenkins Brothers 
Kays Home Furnishings Inc. 
Leathermode Sportswear, Inc. 
Leavitt's Stores 
J. L. Lucas & Son, Inc . 
Manning , Maxwell & Moore, Inc. 
McKesson & Robbins, Inc. 
Ivlechanics & Farmers Savings Bank 
Meigs & Co., Inc. 
Metropolitan Body Company 
l\1ichaels & Company 
Edwin Moss & Son, Inc. 
New Haven Surgical Company 
People's Savings Bank 
Pitney-Bowes, Inc. 
Post Publishing Company 
Professional Pharmacy Inc. 
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FIRMS PARTICIPATING I N THE SURV~Y 
Raybestos Div. of Raybestos-Manhatten, Inc. 
D. M. Read, Inc. 
Remington Arms Company, Inc. 
W. S. Rockwell Company 
Rosner-Lewis Agency 
Nathan Schwarz Son, Inc. 
Sikorsky Aircraft Division 
Singer Manufacturing Company 
Southern N. E. Telephone Company 
Sunday Herald 
Underwood Corporation 
Van Dus en and ·rvreyer, Inc. 
Warner Brothers' Company 
Watson's Department Store 
Western Beef Company 
Wes tern Union Telegraph Company 
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FIRMS WILLI NG TO ALLOW STUDENT VISI TS 
The Acme Shear Company 
Bassick Company 
Baum and Lipton, Publ ic Accountants 
Beardsley & Brown Insurance, Inc. 
Beechmont Dairy , Inc. 
Bridgeport Brass Company 
Bridgeport City Trust Company 
Bridge port Gas Company 
Bridge port Lincoln-Mer cury Inc. 
Bridgeport Lycoming--Division Avco Manufacturing Company 
The Bullard Company 
H. 0 . Canfield Company 
City Lumber Company 
Connecticut National Bank 
Cran e Company 
Crown Cors et Company 
Dicta phone Cor pora tion 
Ellswo l~th St eel & Suppl y Company 
Fa irfield Jewelry 
General Electric Company 
General Motors Acceptance Corporation 
Harvey Hubbell, Inc. 
Howland Dry Goods Company 
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FIRMS WILLING TO ALLOW STUDENT VISITS 
Jay J ames Camera Shop Inc. 
Leavitt's Stores 
~1anning, Naxwell & Moore, Inc. 
McKesson & Robbins, Inc. 
Nechanics & Farmers Savings Bank 
Michaels & Company 
Peo ple's Savings Bank 
Pitney- Bowes , Inc. 
Raybestos Div. Of Raybestos-Manhatten, Inc. 
D. M. Read, Inc. 
W. S. Rocbvell Company 
Sunday Herald 
Underwood Corporation 
'farner Brothers ' Company 
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